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APT BOARD JOB DESCRIPTION
POSITION:  PRESIDENT

PRIMARY RESPONSIBILITIES:
· Secure governing APT Board of Sheridan School.

· Meet with Principal to plan school calendar on a regular basis
· Attend all regular meetings of the Executive APT Cabinet and Executive Board.  

· Hold regular meetings of the Sheridan APT.

· Prepare monthly status report on Sheridan APT activities to be delivered at each Executive APT Board Meeting.

· Represent Sheridan at all Executive APT Board and District functions and meetings.

· Supervise the functioning of the APT Board members.  Provide guidance and hands-on support where and when needed.

· Extend invitations to the President of the Executive APT Board and the Superintendent of Schools to attend “special” Sheridan APT functions when appropriate (i.e., anniversary celebrations, re-dedication service, etc.).  Invite the Executive APT Board President, Superintendent of Schools, and Sheridan’s Board of Education liaison to attend one regular meeting during the year.

· Act as hostess for Sheridan APT functions, such as New Parent Coffees, Room Parent Orientation, and Fall Back to School Party, Spring Bandstand and the Halloween Party. 

· Promote participation from the general membership and parent community in general.

· Prepare and update listings of Sheridan Board members.

· Prepare proposed annual budget with the Sheridan APT Treasurer.

· Attend APT Presidents meetings and other administrative meetings, as required.
GENERAL RESPONSIBILITIES:
· Attend all Sheridan APT Board meetings and functions.

· Prepare and report committee highlights at monthly Sheridan APT meetings.

· Manage expenses to APT budget.

· Submit committee expense report to Treasurer within 10 days of date of expense or event.

· Email monthly committee highlights to APT Secretary by assigned deadline for use at APT Exec meetings and Sheridan APT meetings.

· Assist other Board Members as requested.

· Prepare End-Of-Year-Report, update job description and review & transition with incoming replacement(s)

· Communicate regularly with respective Executive APT Board Representative.

· Maintain membership in District 67 APT.
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